
Cable Television 
Assistant Producer-Writer  

Human Resources ∙ 3231 Torrance Blvd. ∙ Torrance, CA 90503                          10/2/12-CF 

Phone: 310.618.2915 ∙ www.TorranceCA.Gov ∙ E-mail: jobinfo@TorranceCA.Gov 

MINIMUM REQUIREMENTS  
Education: Two years of college 
coursework in journalism, technical 
writing or non-fiction writing, television 
production or a related field.  Additional 
qualifying paid experience may be 
substituted for the required education 
on a year for year basis. 
Experience: Six months of experience in 
commercial, industrial, educational, or 
governmental script writing and 
producing. 
Additional qualifying experience maybe 
substituted for the required education 
on a year to year basis. 
A valid California Class C drivers 
license. 

DESIRABLE CANDIDATE 
The IDEAL candidate, in addition to the 
minimum requirements, will have: 

 Creativity and the ability to write 
and produce a minimum of three 
series programs concurrently with a 
proper balance of business and 
public service sense. 

 Strong interpersonal skills to 
effectively interact with all facets of 
t h e  C i t y ,  i n c l u d i n g  s t a f f , 
department heads, City Manager, 
VIPs, businesses and non-profit 
organizations, politicians, and 
community members. 

 Flexibility and the ability to function 
as a team leader and motivator. 

 Administrative and multitasking 
skills. 

EXAMPLES OF DUTIES 
For a comprehensive list of duties for 
the position, please access our 
website’s job descriptions link: 
www.TorranceCA.Gov  click “Job 
Opportunities,” (under Quick Links) 
then click “Job Descriptions.”  The 
position will be listed under “Cable.” 

SALARY AND BENEFITS* 
The monthly salary range is $2,974 - 
$3,985 and benefits include: 

 Employees receive retirement 
benefits through the California 
Public Employees Retirement 
System (CalPERS). The City offers 
the 2% @ 55 plan which is funded 
through both the employer and 
employee contribution. The City 
contributes 10.468% and the 
employee contributes 7% on a pre-
tax basis. This benefit maybe 
subject to change based on 
recently adopted state legislation. 

 Family health, dental, and optical 
plans 

 Flexible Benefits program which 
provides tax-free options for 
additional medical, dental and 
child care expenses 

 Deferred Compensation Program 
 Life Insurance 
*For more information on our excellent 
benefits package, visit our website’s 
benefit link: www.TorranceCA.Gov, click 
“Job Opportunities,” (under Quick 
Links) then click “Employee Benefits.”  
Benefits pertinent to this position are 
covered under the General Employees 
group. 

APPLICATION PROCEDURE 
Applicants must submit a standard City 
application AND a Supplemental 
application (attached to this job 
announcement) by 5:30 p.m. Tuesday, 
October 16, 2012.  Faxed applications 
and postmarks will not be accepted. 
To receive the above documents, 
please contact the City of Torrance Job 
Hotline at (310) 618-2969 or apply on-
line at www.TorranceCA.Gov. 
 

SPECIAL NOTES 
Although the Assistant Producer/Writer 
normally works a 9/80 schedule with 
alternate Fridays off, the Cable TV 
Department operates 24 hours a day, 7 days 
a week.  Potential overtime or shift 
adjustment will be required to accommodate 
lengthy projects or weekend productions. 

As a condition of employment, candidates 
must pass a background check and pre-
employment medical examination. 
If you have any questions regarding the 
department, please direct them to Jin Chun, 
S u p e r v i s i n g  P r o d u c e r / W r i t e r  a t 
JChun@TorranceCA.Gov. 
Applicants with disabilities who require 
special testing arrangements must contact  
Human Resources prior to the final filing 
date. 
The provisions of this announcement do not 
constitute an expressed or implied contract and 
any provisions contained in this announcement 
may be modified or revoked without notice. 

SELECTION PROCESS 
From the applications submitted, only those 
candidates whose training and experience 
BEST meet our requirements will be invited to 
participate in the examination. 
The examination will consist of: 

The Performance Test will measure ability to 
create a Voice Over Sound on Tape (VOSOT) 
script based on raw footage, to log and select 
shots placed into the script, and to identify 
time code in the script.  The oral interview will 
assess technical preparation for the position 
and oral communication and interpersonal 
skills. 

JC #12101326 

C i t y  o f  T o r r a n c e  

The City of Torrance is seeking an enthusiastic individual to produce innovative programming and prepare news-
style program scripts for the City’s government access channels.  The Assistant Producer/Writer will also assist 
the Producer/Writer in program development, as well as direct talent and crew during production of scripted 
programs.  

Component Weight 
Tentative 

Dates 
Supplemental 

Application 20% 
Due with 

Application 
Performance 

Test 40% 11/07/12 

Oral Interview 40% TBA 
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CITY OF TORRANCE 
ASSISTANT PRODUCER/WRITER 
SUPPLEMENTAL APPLICATION 

JC#12101326 
 

This form must be completed and attached to your City application.  Email 
completed form to jobinfo@TorranceCA.Gov  Subject: CATV Producer Writer 
Supplemental Application.  Human Resources will attach this document to your 
standard online City application. 
 
Name:           Date:     
     (Last)    (First) 
 
Your responses to the following question and topic assignment will demonstrate your 
knowledge of production steps and ability to adapt written media into script material.  It 
will be considered in conjunction with your completed application for consideration in the 
next step of the exam process.  Only those applicants whose indicated training and 
experience, as well as performance on this supplemental application, best meet our 
requirements will be invited to the next phase of the exam process.  This supplemental 
application will count as 20% of your overall examination score, should you proceed to 
the remainder of the exam process. 
 
1. Please place the following steps necessary for a show production in the appropriate 

order (1 being the first step): 
 

  Show Treatment/Proposal 
  Promotion 
  Storyboard 
  Write Script 
  Conceptualization/Program Design 
  Show Launch 
  Show Recording 
  Pre-Production Meeting with Crew 
  Post-Production 

 
 
2.  Please respond to the following topic assignment.  Basic facts are provided.  You are 
to write a thirty (30) second “spot” public service announcement shooting script.  
Create any special effects, camera direction, graphics, and sound tracks necessary to 
complete the assignment.  A polished final script is not expected.  You will be evaluated 
on how well you can provide a shooting script outline.  Be as neat and accurate as you 
can.  Grammar and punctuation are important.  Write legibly and clearly. 
 
 The Torrance Police Department circulates a brochure developed by the State Office 

of Criminal Justice Planning in the community called, “Bicycle Safety: Help Me, 
McGruff, Take a Bite Out of Crime.”  According to this brochure, bicycle theft can 
occur any place and anytime, but taking preventive measure can help deter bicycles 
from being stolen.  Some of these measures include always locking bicycles with 
chain or cable locks with at least a 9/32 inch shackle or in a locked garage, 
basement or room; registering bicycles with the local police department; marking an 

mailto:jobinfo@TorranceCA.Gov


identification number on the bicycle; and keeping ownership records.  Proof of 
ownership and a complete description of the bicycle will assist the police in their 
search.  Bicycle accidents are steadily increasing.  Major streets are the most 
dangerous.  Avoid busy streets as much as possible.  The peak traffic hours, 7am to 
9am and 4 pm to 6pm are the most hazardous for all cyclists.  All cyclists should 
also pay attention to safety procedures as well.  Racing, zig-zagging through traffic, 
riding double, hitching rides on cars and trucks, wearing dark clothes at night, riding 
too close to traffic, and carrying large packages increase the possibility of an 
accident. 

 

                 Script: 
Producer/Writer: 
                   Date: 
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